
Request to Donate Annual Leave Under the
Emergency Leave Transfer Program

Completed Form Must Be Submitted to Employing Agency

I requestthat my annualleavebe transferredto theemergencyleavetransferprogramestablishedby theOffice of PersonnelManagement.As
of thedateindicatedbelow,I haveenoughannualleavein my accountto coverthis amount. I understandI maynot donatemorethan104hours
of annual leave under the emergency leave transfer program, unless otherwise permitted by my agency.

I understandthatmy decisionto transferleaveis not revocable.If a sufficientbalanceof unuseddonatedleaveremainsafter theemergencyhas
terminated,I understandthata pro-ratedsharewill bereturnedto meeitherduring thecurrentleaveyearor thefollowing leaveyear. However,
to recreditmy leave,I mustremainemployedby a Federalagencyandbe subjectto chapter63 of title 5, United StatesCode. I havenot been
directly or indirectly intimidated, threatened or coerced, or promised any benefit by an employee for the purpose of donating or using leave.

1. Applicant’s name (Last,first, middle)

3a. Position title

4. Name of organization (Agency,Department,Office,Division,Branch,etc.)

6. Amount of annual leave accrued as of end of last pay period.

8. Major disaster or emergency declared by the President

3b. Pay plan

2. Employee or Social Security Number

3c. Grade/pay level

5. Office telephone number

7. Amount of annual leave to be donated

9b. Date signed9a. Signature

Privacy Act Statement

Participationin this programis voluntary; however,solicitation of this information is authorizedunder 5 U.S.C. 6391. The information
furnishedwill beusedto identify recordsproperlyassociatedwith the transferof annualleave. It mayalsobedisclosedto a national,State,or
local law enforcementagencywherethereis an indicationof a violation or potentialviolation of civil or criminal law, rule, or regulation;or to
anotheragencyor courtwhentheGovernmentis party to a suit. Public Law 104-134(April 26, 1996)requiresthatanypersondoingbusiness
with the FederalGovernmentfurnish a social securitynumberor tax identification number. This is an amendmentto title 31, Section7701.
Furnishingthesocialsecuritynumber,aswell asotherdata,is voluntary,but failure to do somaydelayor preventactionon theapplication. If
your agencyusesthe information furnishedon this form for purposesotherthanthoseindicatedabove,it may provideyou with an additional
statement reflecting those purposes.
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